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destruction or transfer. Included is the 
authority to issue records management 
policy and to delegate or take appro-
priate action if that policy is not ad-
hered to or if questions of interpreta-
tion of procedure arise. 

[40 FR 45721, Oct. 2, 1975, as amended at 44 FR 
51223, Aug. 31, 1979; 60 FR 57344, Nov. 15, 1995; 
68 FR 56558, Oct. 1, 2003] 

§ 261.3 Policy. 
It is the policy of the Postal Service: 
(a) To, as appropriate, create, pre-

serve, protect and disclose records 
which contain adequate and proper 
documentation of the organization, 
functions, policies, decisions, oper-
ations, procedures, activities and 
transactions of the Postal Service, 

(b) To reduce to an absolute min-
imum the records holdings of the Post-
al Service by strict adherence to estab-
lished records retention schedules. 

[40 FR 45721, Oct. 2, 1975, as amended at 44 FR 
51223, Aug. 31, 1979] 

§ 261.4 Responsibility. 
(a) The Manager, Records Office, 

under the Privacy Office, administers 
the Postal Service release of informa-
tion and privacy of information pro-
grams with the assistance of FOIA co-
ordinators in the Consumer Affairs 
function of area and district offices. 

(b) The Chief Privacy Officer, under 
the Vice President and Consumer Ad-
vocate, is responsible for administering 
records and information management 
policies and for the compliance of all 
handbooks, directives, and instructions 
in support of this policy. 

(c) Postal Service managers are re-
sponsible for administering records and 
information management policies and 
for complying with all handbooks, di-
rectives, and instructions in support of 
this policy. 

[64 FR 41290, July 30, 1999, as amended at 68 
FR 56558, Oct 1, 2003] 
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§ 262.1 Purpose and scope. 

This part contains the official defini-
tion of those basic records and infor-
mation management terms that are 
frequently used throughout Postal 
Service regulations and directives. 

§ 262.2 Officials. 

(a) Chief Privacy Officer. The Chief 
Privacy Officer (CPO) is responsible for 
the issuance of policy on the protection 
of privacy and the release of Postal 
Service records with the power to au-
thorize the disclosure of such records 
and to delegate or take appropriate ac-
tion if that policy is not adhered to or 
if questions of interpretation or proce-
dure arise. The CPO directs the activi-
ties of the Privacy Office and the 
Records Office. 

(b) Manager, Records Office. The Man-
ager, Records Office, manages the 
Records Office, and is responsible for 
establishing procedures and guidelines 
to ensure that record management 
practices are in compliance with the 
Privacy Act and FOIA. The Manager, 
Records Office, may also delegate or 
take appropriate action if policies are 
not adhered to or if questions of inter-
pretation or procedures arise. 

(c) Records Custodian. The postmaster 
or other head of a facility such as an 
area vice president, district manager, 
or head of a postal installation or de-
partment who maintains Postal Serv-
ice records. Vice presidents are the 
custodians of records maintained at 
Headquarters. Senior medical per-
sonnel are the custodians of restricted 
medical records maintained within 
postal facilities. 

(d) Information System Executive. The 
Postal Service official who prescribes 
the existence of and the policies for an 
information system; usually this is a 
Vice President. 

(e) Records Office. The Records Office 
is responsible for the issuance of policy 
on the maintenance and disposition of 
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